The
New Hire
Process

L earning Obijectives

= Define terms, concepts, and procedures
related to new hire process.

= Explain the purpose of infotypes and how
to use them.

= Demonstrate how to use Personnel
Actions (PA40).

= Demonstrate how use Fast Entry
Transaction (PA42)

—> Re-execute an action.

= Correct a hire date.
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Chapter Overview

As employees are hired, their relevant information is entered into AASIS in order to
support personnel administration, time-recording, payroll, and benefits. The
employee master data records are the most critical element in the PA component.

AASIS stores all data in infotype records; therefore, employee data must be kept
current and correct. For example: Addresses (ITO006) contains data which reflects
where the employee works and lives: house number, street name, city, state, zip
code. Each infotype has a name and a four digit numeric code.

This chapter contains information pertaining to the hiring process of new state
employees. It provides step-by-step instructions for the usage of transactions
PA40 and PA42 for entering new employees. Note: for information on hiring board
or commission members, refer to chapter 6.

Verification of Previous Employment
Prior to entering new hire information, the hiring agency must verify previous
employment by using transaction PA20 and searching by social security number.

Action Steps:

G\ .

1. Enter PA20. <Enter>
=

Mlenu EditﬂIExt@s Systermn  Help
& Pazo B A H| &S E: B EE

SAP Easy Access AASIS MEMNU
i [~1[=]

I [ Favorites
= o SAR menu

2. In the Personnel no. field, enter =c.. #######H#H# (Where ### represents the
Social Security number.)

3. <Enter> .

[=
HE master data Edit Goto Ewxtras  Utilities  Settings  System Help

3 A EH Q@@ SRR 80488 EE @D

Display HR Master Data

Personnel no. =c. . 98919281 1%2
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4. Select Personal Data (IT0002).

5. <Display> g .
[=
HE master data Edit Goto Extras  Utilities  Settings  System Help
& A E @@ CHEE Ehaa HE @0
Display HR Master Data
1435
Marne Rick Ramsey
EE group 1| Regular State E.. Pers.area HLE4 | Bradley County
EE =ubgroup UE | Employes Cost Center B27017 OFM BAADIOO
m Addtl. Employee Data | Employment Issues . Career hanagement 1T o
Infotype text |E| |_| Feriod
| |Actions o [~] | ®Period
Personal Data 4 & T | Fom To
| |Organizational Assignment g O Today O Curr.week
Addresses L O Al O Current ronth
Compare the social security numbers (SSN) to verify there is a match.
=
Infotype Edit Goto Extras  System  Help
& 2l A HIGES@ | 5= 4aa | EE G b
Display Personal Data
[E][=]LL]
Personnel Mo! 635 Mame Rick Ra.|Status Withdrawn
EE aroup 1 Regular State Empl. Bersoonel ar Hl 12 bdissicsinni County
EE subgroup LE | Ermployee S5M 959-19-2136
Start 047,22/ 1963 Tao 12/31/38533| Changed on aas13/sz004 RCWRIGHT
This is a former employee with an established personnel number.
If the person has not previously been an employee with the state, continue with the
new hire process. If the person is a former state employee, the individual is
considered a rehire instead of a new hire. (Please refer to Chapter 2 about the
Rehire Process.)
1-4
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S

All employees terminated prior to June 24, 2001, and rehired after June 24, 2001,
must be processed as a new hire because their previous record will not be in
AASIS.

Extra-Help Positions

All extra-help positions must be cross-graded to a non-extra help class code before
initiating the hire action. OPM must process the Cross-grade/Downgrade
transaction before the Hire action is processed. When a position has been
properly cross-graded, the updated job and job key will be displayed, as well as the
authorized job.

Organizational plan
Fercentage 160, oo
Fasition 22087460, LOSFC

RESIDEMTIAL CARE A..
Job key 22114289, MO33C

RESIDEMTIAL CARE T..
Exempt i
Org. Unit 21703816 SLT

Conway HDC
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The New Hire Process

Personnel Actions is used to maintain master data records over the course of the
employee’s career with the state. Through data entry processes on the required
infotype screens, employee personnel records are created and updated. New
personnel actions are processed as required by using transaction code: PA40 —
Personnel Actions.

Menu path for PA40:
Human Resources>Personnel Management > Administration>HR Master
Data>PA40-Personnel Actions

Personnel Actions

PAA40 is the starting point for Personnel Actions. Do not enter a number in the
Personnel no. field. This number is automatically system generated. Verify the
date of hire is correct before you save each screen.

Since June 24, 2001, all new hires and existing employees have been issued a
unique system-generated personnel number that remains with each employee. It
is required in accessing employee data. An unknown employee number is
obtainable through a search by employee name, social security number, or
position.

Employee actions are stored in infotypes. In order for the system to save entries,

you must click <Enter> and <Save> on the screen! The system will not
retain entries that are not saved.

Actions (Infotype 0000)

@ Do not automatically enter New Hire as the reason for action. Verify
previous employment to determine if the person has been employed by a non-
participating agency. If so, you must use one of the Non-Participating Agency
reason codes.

The Non-Participating Agency codes are:

¢ 03 Non-Participating Agency (Act) means this individual is moving from a
position where the previous agency is not in the AASIS system.

¢ 04 Non-Participating Agency (Ter.) means an inactive employee worked
for a non-participating AASIS agency and is how entering into a position
with a participating AASIS agency.

¢ 05 Non-Participating Agency (Ret) means a retired employee from a
non-participating AASIS agency and is now entering into a position with
a participating AASIS agency.
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Action Steps:

1. Enter the start date in the From field. Verify the date of hire is correct before
saving the screen!
2. Select an action: Hire.
3. <Execute> @ to advance to the next screen.
=
HE Master Data Edit Goto  Extras  Lhilities Settings  System  Help
& A H eae BEEIBDLOH|EER |

Personnel Actions

ekl

Personnel no.

Fram

amzrzaas{

Personnel Actions

Action Type

IF'ersunn... |EE group

|EE subgr...l

e ——— 2|
Hire Board or Cormmission Membr
Rehire

Rehire Board/Comm kdbr

Re-employment of Retiree

ﬁ

4. Select a reason code, i.e. 01 New Hire.

5. <Copy> .

i B

JHIC@q  SHE SDa0 EE @

Create Actions

DD|£ Change info graup |

Pers Mo
Start

O7A12/2008  to

12/31/8

Il:E’Reasun for Action {13 13 Entries found L]

=

Personnel action
Action Type Hire 4
Reason for Action £}

'\

v | m| | o] |
Action Type: ZF
Mame of action type: Hire

=
==

ﬂctR‘lName of reason for action |

Status

i 3 H

Bl s e,

et i |

01 Mews Hire
0z Emergency Hire
03 Mon-Participating Agency (Act)

January 2010
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6. Enter Position number.

<Enter> . The system will default data in Personnel area, Employee group,

and Employee subgroup. The following message box displays. <Green Check

Mark> to continue.

[= Infarmation

8. <Enter> to validate the information
9. <Save> to save the information.

January 2010

@— 7.8 2 IENC@® CHE Booo DF 0N
Create Actions 9
DD|.¢9 Change info group |
Pers.Mo. 2674
Start 07 /1272008 to 12/31/9989
Fersonnel action
Action Type | Hire a|
Reason far Action lm Mew Hire
Status
Customer-specific |N|:| Concurrent Employment ia|
Employment |Au:tive E|
Special payment |Standard wage type E|
—
' 6
Organizational assignment /_
Puosition |22992213| TRAWVEL COMNSULTANT
FPersonnel area PT20| Harison Tourist Info. Center
Employee group |1_| Regular State Empl.
Employee subgroup lﬁ' Employee
Additional actions
Start Date |A|:t. |Acti0n Type |A|:tR |Reasnn for action
[4]
[~]
LD I[«[+]
1-8
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@If you exit the action before completing the Actions (ITO000), you must start
the Hire action again. If you have completed at least the Action infotype of the Hire
action before accidently exiting PA40 Hire action, you must re-execute the action.
(We will discuss this topic later in the chapter.)

Personal Data (Infotype 0002)

This infotype stores the employee’s personal information. Be sure to identify the

personnel number and write it down.

Action Steps:

1. Enter the Last Name and First name of the employee. When entering the

name, it should be capitalized. For example: TONYA SMITH.

2. Enter the SSN (social security number) -- without hyphens: 123456789
3. Enter Date of Birth, select Gender (which defaults to female), and Marital

Status.

4. <Enter> to validate the information
5. <Save> to save the information.

[=
Infat dit Goto Extras Systermn  Help
g L4 2 IR RG0 CHE D060 AR @
Create Personal Data j 5
Personnel Mo 2674 Status Active
Stant 0741272009 To 1243149999
Mame
Title é 1 Mame Format
Last name Jacofisen Birth name
First name Janice Second narme
Middle name Initials
Designation B Micknarme
Suffix B
Marne
[
HR data )‘ 2
SER 099518564 Gender
Date of Birth 07 /045198 . ®Female O hale
Language English —
Mationality
Marital Status Eingle =

January 2010
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Organizational Assignment (Infotype 0001)

Personnel area, payroll area, cost center, subarea, and business area are
populated according to the position number. Therefore, it is critical the correct
position number is entered on the Actions (ITO001) screen.

Enterprise Structure section

Enterprise structure

CoCode ARK State of Arkansas Leg.person
Pers. area PTZ0 Harrison Tourist Info. Center  Subarea AL 0T, 5td ASHE
Cost Ctr 443657 hIS Equip Tris 986 Bus. Area 0800  DEPT OF PARKS ARND TO ..

Personnel area is a four-digit alphanumeric code which the first two digits represent
the agency and the next two digits represent the location. The Personnel subarea
is a four digit alphanumeric code that indicates type of leave and timekeeping rules
required for a designated position.

If the Personnel subarea begins with an “O,” the position is non-exempt and time
must be entered into the system. “OAL1” means the employee is eligible for
overtime, has a standard work week, may bank up to 240 hours and accrues
annual, sick, holiday, and birthday leave. If the Personnel subarea begins with an
“N,” the position is exempt and only leave time must be entered into the system.
“‘NEL1” means the employee is not eligible for overtime but accrues annual, sick,
holiday, and birthday leave.

The Cost Center defines the funding source from which the employee is paid. This
information must be verified with your agency’s Finance Department. To request
changes to a Cost Center, contact your agency’s staff with the role of Agency Org.
and Comp. Specialist.

Personnel Structure section

Fersannel structure

EE group 1 Regular State Empl. Payr.area 11 Arkansas Bi-Weakly
EE subgroup  |UE|  Employee Cortract 1000 Hours/Y ear B

The Employee group is a one-digit numeric code that identifies employee type. For
example: “1” identifies regular state employee. “7” identifies extra help, etc. The
Employee subgroup which defaults according to position is a two-digit alpha code
that further identifies the type of employee. For example: “UE” identifies a regular
salaried employee not belonging to any other Employee subgroup while “UC” is a
uniform commissioned employee. The Payroll area (payr. area) defaults to “11”
for bi-weekly pay. The work contract field drives benefits. REMEMBER: this field
may trigger an automatic enrollment in a retirement plan. Carefully select a work
contract option from the drop-down list.

January 2010 1-10



AASIS Service Center

Work Contract Field Options

The Contract field can be changed on Organizational Assignment (ITO001) and is
used to determine into which program grouping to place an employee for benefit
eligibility. APERS (Arkansas Public Employees Retirement System) retirement
eligibility requirements specify that an employee must be hired with the intent of
working at least 80 hours per month for 90 consecutive days.

Code

Code Text

Description

01

0-19 Hours

0 to 19 hours per week — extra help and seasonal employees who
work less than 20 hours a week. These employees do not qualify for
retirement, health, or life benefits.

04

1000 Hours/Year

1,000 hours per year - full time and temporary employees who are
eligible for retirement, health, and life benefits.

03

80+HR/MO, 3MO

80 hours or more per month for 3 months — extra help and seasonal
employees who work at least 80 hours per month for 3 months or
more. These employees are eligible for retirement benefits.

02

<80+HR/MO, 3MO

Less than 80 hours per month for 3 months — extra help/seasonal
employees who will work less than 20 hours per week. These
employees will not qualify for retirement, health, or life benefits.

08

DROP 1000 YR

1,000 hours per year — full time employee enrolled in the Deferred
Retirement Option Plan that works 1,000 hours or more a year. This
employee is eligible for enrollment in health and life plans.

07

DROP <20 WK

Less than 20 hours per week — employee enrolled in the Deferred
Retirement Option Plan that works less than 20 hours a week. This
employee is not eligible for retirement, health, or life benefits.

06

RehirRet 1000YR

1,000 hours per year — full time rehired retiree who retired in the
same retirement plan of the hiring agency that works 1,000 hours or
more a year. This employee is eligible for enrollment in health and
life plans but will not qualify for retirement benefits.

05

RehirRet <20 WK

Less than 20 hours per week — rehired retiree who retired in the
same retirement plan of the hiring agency and works less than 20
hours per week. This employee is not eligible for retirement, health,
or life benefits.

10

TRS Rehired Ret

This employee is a teacher retirement system (TRS) rehired retiree.
Note: If AASIS users from any agency other than the designated
TRS agencies choose this option, they are unable to enroll
employees in any benefit plan under HRBENOOO1. These users
receive the message, “The selected offer contains no plans.”

09

Tip EE, <min wage

This is an employee who receives tips but earns less than minimum
wage and is not eligible for retirement benefits.

11

TTFT 1000 hrs

This extra help or part-time employee transfers to full-time.

12

Transfer to PT

This full-time employee transfers to extra help or part-time.

January 2010

1-11




AASIS Service Center

Organizational Plan section

The Job code (also known as class code) information is reflected to the right of the
position number. For example: “P061C” is the job code used for the position
number 22092213. The Job key field reflects the authorized job and is a system
generated number. The four-digit job class code is reflected to the right of this
number. If this number is different from the job reflected by the position number,
the position has been crossgraded or downgraded.

The authorized job code for extra-help positions is “9999”. Before executing a Hire
action, all extra-help positions must be crossgraded or downgraded to a job code
other than 9999. All extra-help positions must be crossgraded by DFA — Office of
Personnel Management.

Organizational plan
Fercentage 100.00 | Assignment
Fosition 22092213 PORIC

TRAYEL COMSULTANT
Job key 22113172 POBIC

TRAVEL COMSULTANT
Exempt H
Ory. Unit 21703203,  TIC Harr GR

Taourist Infa Center Harri..

Administrators Section

The selection of Personnel (PersAdmin), Time, Payroll (PayrAdmin), and Benefits
Administrators is for the purpose of internal agency communication. This enables
them to properly manage the employee data.

Administrator
PersAdmin | 103 | Cindy Hatak
Time 100 | Morma L Sims

PayrAdmin | 103 | Cindy Hatak

The Benefits Administrator is not located on the screen area with the rest of the
administrators. Instead, this administrator is located at the bottom of the screen in
the Additional fields section.

Additional fields
Benefits Administrator 100 Maorma L Sims

@ Until the hiring process has been completed, the employee cannot have
time entered into the system, be enrolled in benefits, or receive a paycheck. If the
drop-down list does not include the name of the administrator you are looking for,
refer to Update Employee Administrators section in Chapter 3.
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Action Steps:
Verify the Position number is correct.

Select the type of work in the Contract field using the drop-down box.
Select the administrators using the drop-down boxes for PersAdmin, Time,

1.
2.
3.

v

PayrAdmin, and Benefits Administrator. Select the name. <Copy> to

close the drop-down

box.

<Enter> to validate the information.
<Save> to save the information.

Catt]

a <1[QL|¢>@&|Q[H][%|$3@@@|E|@

Creatﬁrganizatinnal Assi\gnment

5
Personnel Mo 2674 Status Active
SSN

Start EI?HQIQDDBW 12/31/9988

Enterprise structure

CoCode ARK State of Arkansas Leg.person
Pers.area pPTZ20 Hartison Tourist Info. Center  Subarea AL 0T, 5td ASHE
Cost Ctr 443657 MIS Equip Tris 986 Bus. Area 0800  DEPT OF PARKS ARND TO ..

Personnel structure

Organizational plan
Percentage 100. 00

Position 22092213
Job key 22113172
Exempt M

Org. Unit 21703203

EE group 1 Regular State Empl. FPayr.area 11 Arkansas Bi-Weekly
EE subgroup |UE|  Employee Contract 1000 Hours/Y ear B
| 2
| I

Adrministrator

1 Assignrment PersAdmin 103 | Cindy Hatak 3
POB1C Tirme 100 MNorma L 5

TRAVEL COMNSULTAMT Fayr&dmin | 103 | Cindy Hatak

POBT1C
TRAVEL COMNSULTAMT

TIC Harr GR
Tourist Info Center Harri...

—

Additional fields
Benefits Administrator

%i
100 Marma L Sim

January 2010
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Date Specifications (Infotype 0041)
This infotype stores data relating to important date events that may have an impact

on payroll, benefits, and time management. In the new hire process, four dates
automatically appear in this infotype: Original Hire Date, Career Service Date,

Latest Hire Date, and Leave Accrual Date.

@ You must save this screen!

Action Steps:

1. <Enter> to validate the information

2. <Save> to save the information.

@ 1

A C@R CHE D000 FHE @

Create Date Specificationsﬁ 2

Fersonnel Mo 2674 Mame Janice .| Status Active

EE group 1| Regular State Empl.  Personnel ar PTZ20 Harrizon Tourist Info. Center

EE subgroup UE | Employee 55N

Start EI?HZIZEIEIQ'[D 1273179999

Date Specifications
Date type Date Date type Date
Z1| Original Hire Date a7/12/2009 Z2| Career Service Date a7/12/2009
73| Latest Hire Date 071252009 74| Leave Accrual Date A7 1252009

January 2010
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Monitoring of Tasks (Infotype 0091)

This infotype is optional. It stores additional data on the employee, along with
deadlines and reminder dates. Dates your agency may wish to monitor include:

e End of Probation, e Driver’s License Expiration,
e Catastrophic Leave, e End of Leave,
e DROP Start Date and End date, e Performance Evaluation Date.

@ If no information is entered, click <Next record> @ to advance to the next
infotype.

Action Steps:

1. Select task type using the drop-down box.

2. Enter Date of Task. This date is mandatory. A reminder date will default.

3. Enter Comments. This is optional. When comments are entered, they appear

under comments and on the note pad .
4. <Enter> to validate the information.

<Save> to save the information.

6. Another screen appears, <Next record> to advance to the next infotype.

@l 4 1A Qe CHE D00 AR QB
- - N
Create Monitoring of Task§ 5
Persg 2674 lame Janice . |Status Active
EE g 1| Regular State Empl.  Personnel ar PTZ0 Harrison Tourist Info. Center
EE subgroup UE | Employee 55N
’4’

Task 1

Task Type End of Prabatiof g

Date of Task {141 ZIQD%_Dmcessing indicator Mew task g

| 2
Reminder
Rerminder Date 1271272008

Lead/follow-up time

Comments
end of probation -- need to conduct a 6 month rewview. 3
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Addresses (Infotype 0006)

This infotype stores the employee’s business address and permanent home
address.

@ Pointers:

e Address line 1 includes space for 40 characters.
e Key nine-digit zip codes without the hyphen (722012525.)
e Address line 2 is not used.

Business Address

This infotype stores the employee’s business address and phone number, which
defaults according to the employee’s personnel area. If necessary, you may make
changes to this information. However, be sure the position reflects the correct
personnel area. If the personnel area is correct, but the business address is
wrong, provide the correct information to the AASIS Help Desk at 683-2255.

Action Steps:
1. Verify the business address and phone number to ensure both are correct. If
not, correct it.

<Enter> to validate the information.
3. <Save> to save the information.

—
&2 D AR/ @@ CHE a0 oa [AE @m
Create Addresses ) 3
FPersannel Mo 2674 Mame Janice .| Status Active
EE group 1| Regular State Empl. Personnel ar PTZ0O Harrison Tourist Info. Center
EE subgroup UE | Employee SSH
Start D?f12f2889 to 127317599899
Address
Address type Business address =
cio
Address line 1 3391 Highway 65 Morth
Address line 2
City/county Harrison
Stateszip code AR Arkansas 1 72601
Country Key UzA, =
Telephone Mumber 479 || 785-8566 /4
Communications /
Type Murmber Exte
Type Mumber Exte
Type Mumber Exte
Type Murmber Exte
Additional fields
Address Release Flag
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Permanent Address

This infotype stores the employee’s permanent home address which is used for W-

2’s and paper warrants (unless Direct Deposit is selected.)

Action Steps:

1. Enter the permanent residence including street, city, state, zip code, and the

phone number.
<Enter> to validate the information

3. <Save> to save the information.

@ 2 1 IRI@ee DHE Dnon| BE @
Create Addresses ﬁ 3
Personnel Mo 2674 MName Jdanice .| Status Active
EE group 1| Regular State Empl.  Personnel ar PTZ0 Harrison Tourist Info. Center
EE =subgroup LIE | Employee 55N
Start D?HEIEDDB to 12/31/9989
Address
Address type Permanent residence g
cio
Address line 1 235 High Hill Ro
Address line 2
City/county Harrison 1
Statedzip code AR Arkansas F2E01
Courntry Key LSA g
Telephane Number 4789|785-8422
Communications
Type |CELL| Mumber |479[368-5544|Exte
Type MNumber Exte
Type MNumber Exte
Type MNumber Exte
Additional fields
Address Release Flag

January 2010
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Other/Previous Employers (Infotype 0023)

This optional infotype maintains information relating to the employee’s present and

previous employers.

@If no information is entered, click <Next Record> @ and Click Yes to

continue to the next screen.

lil:E’E}{it current screen

Diata will be lost.

® Do you still want to exit

the current screen?

| Yes Mo

Action Steps:

1. Enter the Start/to date (this is the timeframe in which the person worked for the

previous employer), name, and city of previous employer.
2. <Enter> to validate the information.

3. <Save> to save the information.

& 5| I H e@Q SHE anan BE @

Create Other/Previous Erﬂ 3 yers

Fersonnel Mo 2674 Mame Janice . |Status Active

EE group 1| Regular State Empl. Personnel ar PTZ0 Harrison Tourist Info. Center
EE subgroup UE | Employee 35N

Start [P0 &

~

Dther/previous employers 1
Employer

City

Country Key USA g

Industry [

Joh =
Wiark contract &

January 2010
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Additional Personal Data (Infotype 0077)

This infotype stores additional employee personal data related to ethnic origin and
military status. The information from this infotype is critical and it must be entered
and saved as it is required for several personnel administration reports including
EEO04 reports to the Federal government and EEOC reports to the Equal
Employment Opportunity Commission.

Action Steps:

1.
2.

3.

oo

For Ethnic origin, click and select the answer. This is required information!
If the employee has not served in the military, select Non-veteran under
Veteran Status.

If the employee has a documented disability, click the Disability cell and enter
the dates.

<Enter> to validate the information.
<Save> to save the information.

If no veteran status is entered, a message box displays, <Green check mark>
to continue.
—
o= 4 2 AROCER CHE DDhoa BHE @B
Create Additional PersonaNQata
0
Personnel Mo 2674 Mame Janice .| Status Active
EE group 1| Regular State Empl.  Personnel ar FTZ0 Harrison Tourist Info. Center
EE subgroup LE | Emplayes 5N 8989-51-8564
Start 07 /12,2009 To 12/31/95388
1
Additional Personal Data é
Ethnic origin Wwhite/Mot Hispanic drigin El
Military status El
hedicare

Exempt from EED

2 _
“eteran Status Disability 3
Special disahleéy/ Disability /;
“ietnam-era vetdtan Disahility Date
Other Protected Yeteran Date Learned
Horneteran I information
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Residence Status (Infotype 0094)

This infotype stores Employment Eligibility Verification taken from the 1-9 Federal
forms. You must complete this screen and save your entries!

Action Steps:

1. For residence status, click drop-down box and select an answer.

2. If Non-citizen or Non-resident alien is selected, complete the subtypes US01
Visa Information (US) and US02 1-94 Records (US) which appears next.

<Enter> to validate the information.
<Save> to save the information.

& 3 DB @@ EHEB fton BE @M
Create Residence Statusﬁ 4

Personnel Mo 2674 Mame Janice .| Status Active

EE group 1| Regular State Empl.  Personnel ar PTZ20 Harrizon Tourist Info. Center
EE subgroup UE | Employee 35N

Start O7 1272009 ta 1273179999

Residence status

—
Fersanal identification /i
Citizen [ J‘ 2
[

ID type =
lssuing Authornty

[0 number

lssuing date

Expiry date

Employment verification
Work Permit
lssuing Authornty

L]

Wwark permit number
lssuing date
Expiry of WP
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Planned Working Time (Infotype 0007)

This infotype stores the employee’s work schedule. The most commonly used
work schedule is automatically assigned based on the employee subgroup. Verify
the work schedule, and if necessary make changes. The Employment Percent
field defaults at 100% for the employee’s working time.

For employees who are part-time or extra-help (less than100%), you must adjust
the employment percentage and verify that a check mark is placed in the Part-Time
Employee box.

Action Steps:

1. Verify work schedule and make changes if necessary.

2. <Enter> . The working time information defaults in based on the
Employment percentage.

<Enter> again to validate the information.
<Save> to save the information.

&> 3 2| AE2d 4 [DHEE000 BE @
Create Planned Working Time

|m YWork schedule |
Personnel Mo 26874 Marme Janice .| Status Active
EE group 1| Regular State Empl.  Personnel ar FTZ20 Harrison Tourist Info. Center
EE subgroup LE | Employee 35N
Start D?HQIQDDBTD 1243178953

J 1

Wark schedule rule =

Wyark schedule rule OPENDS Open Schedule 8 hours

Tirne Mgmt status 1 - Time evaluation of actual times i
Warking week Sunday to Saturday E
CJPart-time employee

YWorking time

Employment percent 100.00 ClDyn. daily wark schedule

Daily working hours g.00

YWeekly warking hours 40. 00

Manthly warking hrs 173.33

Annual warking hours 2080. 00

Weekly warkdays 5.00

Basic Pay (Infotype 0008)

The infotype stores the employee’s basic pay. Most of the information on this
screen defaults from the position number. A reason code must be entered on this
infotype because the reason code for Basic Pay (ITO008) must correspond with the
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reason code selected for the Action (ITO000). Refer to the HR Coding Guide list to
ensure the codes correspond. There are some reason codes like EWQ
(exceptionally well qualified) that require prior approval from OPM. Please refer to
OPM for further guidelines.

Every employee (including salaried employees) has an hourly rate of pay. The
Capacity Utilization Level which defaults from the Employment Percent field in
Planned Working Time (ITO007) defines what percentage of standard working time
an employee works. The Wage Type field reflects the payroll wage type used in
the payroll process and it defaults in from the position.

Action Steps:

1. Enter a reason code corresponding with the reason code selected for Action
(ITO000).

2. <Enter> . A message displays.

|® Annual salary will be changed to minimum from range (13,798.06 - 19 795 06) - rule (DDS?)l

3. <Enter> again to validate the information.

4. <Save> to save the information.

aé 2.3 i eee CHE oo BRI QE
Create Basic Pay j
| Salary amount ||ﬂ Payments and deductions |
Personnel No! 2674 Name Janice _|Status  Active
EE group 1 Regular State Empl. Personnel ar PT20 Harmison Tourist Info. Center
EE subgroup UE Employee SSN
Start 07/12/2009| 1o 12/31/9999
Subtype (£] Basic contracli—
Salary 1
Reason 37 Mew Hire T Entry Capacity util. level 100. 00
PS type 01 Classified Wyork hoursfperiod 80. 00 Bi-weekly
PS Area 03 Career Serwice
PS group c107 Level (01 Annual salary 19,798.06 |USD
Wya... |Wage Type Long Text |0..|Amuum |Curr... [I ]A..|Numher1Unit |Unit |ﬂ
000 Hourly rate 9.5183 USDN v
USDN
USDN
USDN []
USDN
USDN [=]
USDN [+
L[] [ J[«[+]
1v [08/24/2008] - [12/31/9993 [ «|[»] 9.5183 (USON | [ Pavroll Simulation |
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Bank Details (Infotype 0009)

The Bank Details screen enables you to indicate that an employee is to be paid by
direct deposit. Act 1887 of 2005 requires payment of salary or wages by electronic
warrant transfer (ACH) as a condition of employment. As of August 12, 2005, all
new hires, rehires, and appointments to a position in any agency in State
government must elect direct deposit for banking purposes.

In order to ensure the employee’s pay is transferred to the correct account,
verification of the accuracy of the bank details infotype is critical. If you have any
guestions regarding direct deposit, contact OPM State Payroll.

When an employee is paid by direct deposit, the following fields must be entered:
Bank Details Type (main bank)

Bank Key (bank routing number)

Bank Account Number (cannot exceed 13 digits)

Bank control key (type of account: checking or savings)

Payment method defaults to D (direct deposit)

Action Steps:
1. In the Bank Key field, enter the routing number or click on the drop down box.

2. Find Bank box appears. Enter the name of the city or the name of the bank.
<Green check mark> .

= Find bank
Bank Cauntry us
Bank Key
Eank name
City Liftle Rock
Bank number
SWYIFT code
Bank Branch
House nofstreet
Restrict Mumber soc

3. From the list of banks, highlight the bank. <Green check mark> . Be sure
this number matches documentation (routing number, bank name, city)
provided by the employee.

I = Eank Data (17 25 Entries found
7]
E|E[E]D
Ctr]dBank Key |Name of bank |Hnuse number and st...lCity |Bank Bra... |SW
LS 011201526 Mighty Money Bank of Arkansas 88 Megabucks Dr Little Rock
LS 0271001033 Multi Milllonaires Bank & Trust 2799 Golden Brick Road Little Rock
S 051403915 Checkbouncers Bank of Arkansas 2721 Highrollers Lane Little Rock
S 053201801 Filthy Lucre Mational Bank 2535 Sawbucks Awe. Little Rock
S 053202315 Loot Keepers Bank of Arkansas 895 Treasure Trail Little Rock

Enter Bank Account Number.
Select Bank control key (defaults to checking.)

6. <Enter> to validate the information

ok
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7. <Save> to save the information.

—
@— 6 100 @@ ICHE Snos DR B
~ ~
Create Bank Details \ 7
Personnel Mo 2674 Mame Janice .| Status Active
EE group 1| Regular State Empl.  Personnel ar PTZ20 Harrisan Tourist Info. Center
EE subgroup UE | Employee 55N
Start Q7 /1272008 1o 12/31/8998
Bank details
Bank Details Type Main bank B
Pavee Janice Jacobsen
Postal code / city 72601 Harrisno
Bank country SA g ]I 1.2.3
Bank Key 011201528 ighty Wfoney Bank of Arkansas :! 5
Bank Account Number 53784512 Eank control key CHE &
Fayrment method 0 ACH Paymen Il
Purpose 4
Payment currency usD

Residence Tax Area (Infotype 0207)

This screen lists the employee’s state of residence for tax purposes. If the
employee does not live in the state of Arkansas, the only selection would be
Federal for this infotype. If tax area of Arkansas or Texarkana, Arkansas is
selected, the Federal tax defaults.

Action Steps:
1. Select the appropriate tax area from the box. <Green check mark> .

[ETax Area (1) 3 Entries found

—
I E B EE
Tax A...|Descriptiun |Pus‘taICu...|PustaICn... Start Date |End Date
AR State of Arkansas 71600-0000 ¥2993-3939 01/01/1980 12/31/9939
ARO1 Texarkana 716000000 72993-3939 01/01/1930 12/31/3939
FED Federal 00000-0001 99999-9999 01/01/1930 12/31/2999

2. <Enter> . The state and Federal authorities appear.
3. <Save> to save the information.
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—
g— 2 afs

G CRE SO48 EE

Create Residence Tax Area \| 3

FPersonnel Mo 2674 Marne Janice .| Status Active
EE group 1| Regular State Empl. Personnel ar pPTZ0 Harriszon Taurist Inf
EE subgroup UE | Employes 5N
Start D?HQIQDDBW 1273179999

Resident data %E

Tax area AR

Tax Authorities in Area

Tax...IDescriptiDn

IT...IDescriptiDn

AR Arkansas B State

FED Federal

A Federal

Work Tax Area (Infotype 0208)

This infotype records the amount of time an employee works in each locality other
than their Residence Tax Area (IT0207) throughout the tax period.

Action Steps:

1. Verify the information and change if necessary — default value is based on the
information from Resident Tax Area (IT0207).

<Enter> to validate the information.
3. <Save> to save the information.

Start 1243179993

07 /1272008 [&)to

—
& |2 B AR e O FEE ST as I FEE
NI
Create Work Tax Area \ 3
L |
Perszonnel Mo ZG74 Mame Janice Status Active
EE group 1 Regular State Empl. Personnel ar PTZ0O Harrison Tourist Info.
EE subgroup UE | Employee S5H

Tax Area AR

Work tax data
State of 1
100. 00

Allocation

Tax Authaorities in Area

Ta}{...IDescription

|T...|Descripti0n

AR Arkansas B State

January 2010
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Unemployment State (Infotype 0209)

This screen records the state responsible for paying the employee’s unemployment
insurance. If your agency utilizes this worksite within this infotype and the
worksite(s) are not included in the drop-down list, you may have them added by
contacting the AASIS Help Desk at 683-2255.

@ If your agency does not utilize the Worksite field, this infotype must be
saved.

Action Steps:
1. If your agency utilizes this infotype, select the drop down box and select the

appropriate worksite.
2. <Enter> to validate the information.

3. <Save> to save the information.
—

g— 2| (1B e0e CHE DL AE O
Create Unemployment Stata 3
Personnel Mo 2674 lame Jdanice _|Status Active
EE group 1| Regular State Empl.  Personnel ar PTZ20 Harrison Tourist Info. Cente
EE subgroup LE | Employee 35N

Start D?HEIEDDQtD 1273179999

1

Unemplayment data 1 |

Tax autharity AR Arkansas

Worksite
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Withholding Info W4/W5 US (Infotype 0210)

This infotype stores the information presented by the employee on the W4/W5
forms. This information is used by payroll to calculate withholding tax. The screen
will appear twice: first, for State withholding information, and then, for Federal
withholding information.

Dependent allowance field must reflect the number of dependents the employee is
claiming on the withholding form. If the employee desires to withhold additional
amounts from their pay, enter the dollar amount in the Additional Withholding field.

Only two groups of employees are eligible for exemption from Arkansas income tax
(Arkansas Acts 48 and 177 of 1977). These include employees living within the
city limits of Texarkana, Arkansas and employees living within the city limits of
Texarkana, Texas.

Employees living within the city limits of Texarkana, Arkansas do not have to work
in Texarkana, Arkansas, or Texarkana, Texas in order to qualify for this exemption.
In fact, no limitations exist as to where they may work.

On the other hand, employees working within the city limits of Texarkana, Arkansas
but do not live within the city limits of Texarkana, Arkansas are not exempt from
Arkansas income tax. For example: an employee living in Hope, AR but working
within the city limits of Texarkana, AR is not exempt from Arkansas income tax.

Employees living within the city limits of Texarkana, Texas must work within the city
limits of Texarkana, Arkansas to be exempt from Arkansas income tax. These
employees are not exempt from Arkansas income tax if they work anywhere else in
Arkansas. For example: an employee lives in Texarkana, Texas but works in
Magnolia, Arkansas is not exempt from Arkansas income tax.

If an employee elects to have additional money withheld for either state or federal
taxes ensure the amount is placed in the Additional Withholding field and not in
Exemption amount field. If an employee is exempt, use “R” in the Tax exempt field.
Contact OPM/State Payroll Systems with any questions concerning this infotype.

Action Steps: For state
1. Select filing status. <Green check mark> .

IIII?FiIing status (17 7 Entries found

EONAREEERIE

Tax Authority: AR

F1Lnng Text |Start Date |End Date

01 Single 010141980 124315959
02 Married 0140141980 12/31/5959
03 Married claiming self plus dependents or 010141980 12/31/2005
06 Head of househald or family 010141980 12/31/9999
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2. Enter the employee’s allowances and/or additional amount if required.

3. <Enter> . A withholding message displays.

il:'? Display logs

TypeIMessage Text
S WWithholding information is optional for tax authority

ERjIa ||
|f Carrect errors |

4. <Enter> again. A second withholding message displays.

||{E:I Wyithhalding information is optional for tax autharity |

5. <Save> to save the information.

(34| tliBwsp bl 000000 0

Create Withholding Info W4/W5 US

Personnel Ma 2E74 Marme Janice .| Status Active

EE group 1| Regular State Empl.  Personnel ar PTZ20 Harrison Touwrist Info. Center
EE subgroup LUE | Employes 55N
Start D?HQIQDDBtn 12/31/9958

Status

Tax authority AR | Arkansas Tax level Bl State

Filing Status o1 Single%Z

Exemptions

Allowances

Exemption amount

Additional allowance Additional exemption amount usD
Personal allowance
Dependent allowance

Tax exemnpt indicator

ates
Y.
Withholding adjustments /
Additional withholding UsD
Default forrmula 1 WATHHOLDIMG FOR Alternate formula

Earned lncome Credit filing status
EIC status
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Action Steps: For Federal

1. Select filing status. <Green check mark> .
Enter allowances and additional amounts (if needed.)

2
3. <Enter> to validate the information.
4., <Save> to save the information.

S 3 NdP @@ DHE anan DR @m
Create Withholding Info|\W4/W5 US

]

Personnel Ma 26874 MNare Janice .| Status Active

EE group ﬂ Regular State Empl.  Personnel ar F‘T20| Hartison Tourist Info. Center
EE subgroup  |UE| Employee SSN 9959-51-8564 |

Start D?HQIQDDB'E to 12/31/93588

Status

Tax authority FED Federal Tax level . Federal

Filing Status ,W Single%i

Exemptions
Allowances 2
Tax Exempt Indicator |_| / LIRS mandates
Y/
Withholding adjustments
Add.withhalding | | Ush [ Man-resident tax calculation
Default formula 1| PCT MTHD-RES. U Alternative formula [ ]

W5 filing status
EIC status |_|
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Family Members/Dependents (Infotype 0021)

Agencies may want to maintain family information, especially for emergency
contact. This screen is optional. Its purpose is for benefits enroliment.

@If no information is entered, click <Next Record>

continue to the next screen.

E

and Click Yes to

[=- Exit current screen

Diata will be lost.

<)

Do you still want to exit
the current screen?

| Yes I

Action Steps:
1. If required, enter the information.

2. <Enter> to validate the information.

3. <Save> to save the information.

—
e— 2| 2B o0 CHEDDos DR @N
- L — |
Create Family Member/Dependents
FPersonnel Mo 2674 Marme Janice .| Status Active
EE group 1| Regular State Empl. Personnel ar PTZ20 Harrison Tourist Info. Cente
EE subgroup LIE | Employee S5N 993-51-6564
Start 071272009 To 12431789583
Mermber Emergency contact [ Mumber 01
Last name Jacobsen {
First name Jack 1
Gender O Female @Male _______________ 5
Telephone number
Street
Addr Line 2
City/State
Zip/country

January 2010
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Communications (Infotype 0105)

This infotype houses the employee’s user ID after it has been set up and assigned
by the AASIS system. This screen is optional and may not be saved at the time of
the new hire process.

Action Steps:
To complete the Hire action on this employee, click on the subtype from the pop-up
screen or use the “X” to cancel this screen and return to the Master Data menu.

V]

R 1= - s R L R i - I e R

Create Actions

DD|ﬁ Change info group |

Pers.Mo. 2674
Start [Il:D'Suhtypes for infotype "Communication” {17 26 Entries found
Personnel action
Action Type
v |E &t =
Reason for Actior | I I[H]h}ﬂl I IQ |
STyp |Name |
0001 | System user name [(SY-LINAME]) [+]
0002 SAP2 [~]
Status 0003 Metpass
Customer-speciid oood TS0
Employment 0005  Fax
Specia| pa}fment Q005 “oice mail
0010 E-mail
o —afional 0011 Credit card number(s)
rga_n.lzatlnna 2290020 First telephone number at work
PO 0030  Private E-Mail Address
Fersonnel area | cELL cCall Phone
Employee group [ MAIL  E-Mail |
Employee subgraf MPHM Car phonefother mobile phone
PAGR Pager
Additional acti 001  State American Express
itional actions - )
2002 Additional State Credit Card —|
Start Date IAC 2003 Message Number —
2004 Radio Number [4]
= i bulysumm b e E
26 Entries found 7/
[<]
[~]
L[]l |[][v]

After returning to the Personnel Actions screen, the following message appears at
the bottom of the screen.

||@T® Infotype 0105 was skipped because no subtype was chosen |
Congratulations! You have completed the new hire process.

January 2010
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Fast Entry Hire Action (PA42)

The Fast Entry Hiring Action combines several of the most important infotypes into
one screen, reducing the number of key strokes by more than 50%. Because it
creates many infotypes in background, only experienced PA users should access
this transaction.

Completion requires only four (4) screens:
e New Hire Fast Entry
e Basic Pay (Infotype 0008)
e Withholding Info W4/W5 Arkansas (Infotype 0210)
e Withholding Info W4/W5 Federal (Infotype 0210)

@ Before You Begin

Take these steps before entering information into the system.

1. CHECK for previous state employment.

2. ASK OPM/State Payroll Systems to search all participating AASIS agencies for
previous employment.

3. VERIFY the employee’s social security number, permanent address
information, bank information for direct deposit, and W4/W5 information. After
you have completed these three steps, you are ready to use the Fast Entry
Hiring action.

Menu path for PA42:
Human Resources>Personnel Management >Administration>HR Master
Data>PA42 Fast Entry Actions

Action Steps:

1. Inthe From field, enter the hire date. Verify the date of hire to ensure it is
correct before saving the screen.

2. Select Fast Entry for Hire action.

Q} .

=3 [T NS U= R = Y = T e S S N - [k I e I 77
Fast Entry for Actions

o7/ 1z Fnos

2 |Fersonn |EE group |EE subagr_ |

3. <Execute>
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New Hire Fast Entry Screen

This screen begins the hiring process. Enter nothing in the Personnel no. field
because this number is automatically generated by the system. Before saving,
verify the date of hire is correct. If an incorrect hire date is saved, refer to

“Correction of Hire Date” later in this chapter.

Action Steps:

1. Enter the position number in the Position field.
2. Enter the Social Security number in the SSN field.

3. <Enter> to default various information in selected fields associated with the
position number.

@ The Action Reason defaults to New Hire. If another reason code is
required, this may be changed from the drop-down menu. Saving an inaccurate
reason code may result in improper enroliment in the contributory retirement plan.

]

A H(CER CHEIODOD(IER @ m

New Hire Fast Entry Screen

=3

Fasition

BusArea
Fers area
Subarea
EE group
EE subgrp

Last name
First name
Ivlid name
Address
City

WS rule

Pay method
Bank&cctMo

Tax area

Tax area AR
Tax Auth AR
Pers No. 0

ACH Payment fo.. &

22093454 58N
1 “alid From

Action Type
Action Reason

Time Mt stat

BnkDetailsTyp

998783461

0741242009

Y6
Mewr Hire =]

Mo Time Evaluation i

Iain bank i

—2

Fayroll admin
Pers.admin
Time admin
Benefits Admin
Wark contract

Birth date
ar stat.
Gender i3

State AR
100,00

Empl. %

Bank Key

Cantral key CHECKING

Res status
Ethnic orig
Addresstype
Zip

Pttime empl

C
&l
Permanent residence &
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Action Steps continue:

4. Select Payroll admin., PersAdmin., Time admin., and Benefits Administrators.

5. Select Work Contract.

6. Enter employee’s personal data into the following fields: Last name, First name,

Address, City, and Zip code.
7. Enter Birth date, Mar. Stat., Gender, and Ethnic orig.

8. Enter the Bank Key and Bank Account number for the direct deposit. NOTE:
the bank control key may be changed to savings or left blank for warrant.

@

9. <Execute>

or <Save> If you missed entering any information in a

required Fast Entry field, the infotype containing that field displays to allow for

completion.
V] INEICEG ERREIBD80IHE QB
New Hire Fast Entry Screen
o= 9|
Position  [£2082434 55N 999783461
BusArea Hl=IE Walid Fram 87 /12/2009 Payroll adrmin. Gary Goates
Persarea | PTOB Action Type AL Pers. adtmin. Bradley Shell 4
Subarea NEL1 Action Reason  |New Hire B Time admin. Mark Steindl
EE group Regular state e.. Bl Benefits Admin ~ Glonia Robhins E
EE subgrp  |UE Work contract 1000 Hours/Y ear a%i
Last name  |Barkley Bith date
First name | Vickie 6 7 Mar stat. Res status  |C
Mid name Gender 8 Ethnic orig | American B
Address BB742 Winding Valley Road Addresstype | Permanent residence £
City West Little Rock State AR Tip 72206
WSmule  MFO1 Time Mgt stat | Time Eval of planned ti. B Empl. % 100.00 Ptirme empl
Pay method | ACH Payment fo E|_BrkDetailsTyp  |Main bank Bank Key 081509290
BankAccttlo | 59874586 Control key | CHECKING 8

8

Taxarea  |AR
Taxarea AR
Tax Auth AR |AR
Pers No a
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Basic Pay (Infotype 0008)
This is the first screen to reflect Personnel number. An error message

"@ Fill in all required entry fields | 5hears at the bottom of the screen indicating that
mandatory information is required for this infotype.

Action Steps:
1. Enter the Reason code.

2. <Enter> . A delimit message appears.
(D) Annual salary will be changed to minimurm from range (32.249.15 - 32,249.15) - rule (J037)

3. <Enter> to validate the information and to continue to the next screen.

[e—23[ 5@ 606 DL B8R DE OE
Create Basic Pay
| Salary amount || FPayments and deductions |
Persannel No! 2675 Narme Vickie .|Status  Active
EE group 1| Regular State Empl. Personnel ar FTOG Central Office
EE subgroup LE | Employee SSN
Start 07 f12/2008| to 12/31/9989
Subtype ] Basic contract
Salary 1
Reason a7 Capacity util. level 100, o0
PS type a1 Classified Wark hours/period G0 00| Bi-week|y
PS5 Area 03| Career Serice
PS group C117 Level |01 Annual salary UsDh
Wa...lWage Type Long Text |O..|Am0unt |Curr... |I |A..|Numben’Unit |Unit
10008 Hourly rate LSDON T
USDH
LSO
USDH
USDH
USDH [=]
USDN [
LD [ |[«[+]
Iv [08/247/2009) - [12/31/5999 4 ][ »] 0.0000 [USDN | [E  Payrall Simulation |
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Withholding Info W4/W5 US (Infotype 0210)

Action Steps — For Arkansas:
1. Enter filing status for AR. If necessary, complete additional fields.

2. <Enter> to validate the information.

&2 i@ cee CHE iii 00 QF

Create Withholding Info WA/WS5 US

Persannel Mo 2675 Marme Wickie .. |Status Active
EE group . Regular State Empl.  Personnel ar PTOG Central Office
EE =subgroup lﬁ' Employes S5N |
Start O7412/2008) to 12/31/8938
Status
Tax autharity AR | Arkansas Tax level E State
Filing Status o
’ Q%ﬁ 1
Exemptions
Allowances Exemption amount I:I

Additional allowance

|_|
|_|

Personal allowance |_|
|_|
|_|

Dependent allowance

Tax exempt indicator [1IRS mandates

Additional exemption amount I:I UsD

Withholding adjustrments
Additional withholding | UsD
Diefault formula 1| WITHHOLDING FOR Alternate formula [ ]

Earned Incame Credit filing status
EIC status |_|
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Action Steps — For Federal:
1. Enter filing status. If necessary, complete the additional fields.

2. <Enter> to validate the information.

@ - 10 @@ LHE anon BE @m

Creatmithhulding Info W4/W5 US

Personnel No 2675 Mame Wickie .|Status Active
EE group . Regular State Empl.  Personnel ar PTOS Central Office
EE subgroup  |UE| Employee 55N 1999-78-3461

Start 0771272008 to 12/31/8938

Status

Tax autharity FED Federal Tax level Federal
Filing Status 2l 1 q

Exemptions

Allowances |_|

Tax Exempt Indicatar |_| [TIRS mandates

Withholding adjustrments
Add withhalding | s [IMon-resident tax calculation

Default formula 1| PCT MTHD-RES. U Altemnative farmula [ ]

WS filing status
EIC status |_|

You will return to the Fast Entry for Actions screen, where a message at the

bottom of the screen will state:

Fﬁ Action Fast Entry Hire  executed

January 2010
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Re-execute an Action (PA40)

If you exit out of PA40 before completing the action for any reason, accidental or
purposeful, start completely over. This procedure prompts you to complete all the
infotypes included in the action.

Action Steps:

1. Return to transaction PA40.

2. Re-enter the effective date of the action. For this example, we are using the
hire date.

3. Select the Action. For this example, we are using Hire action.

4. <Execute> @
[=
HE Master Data Edit Goto Extras Utilities Settings Systermm Help
=] =l oA H & @&@ | 2 E S 3 A | EE]
8| = i 4 [sonnel Actions
Fersonnel no. EE76

T
From azs2ays2009

Fersonnel Actions

Action Type [ |F'ersc|nn... |EE qroup |EE suhgr...l
Hira <i
Hire Board or Commission hMembr
Rehire

Rehire Board/Cormm kbr
Re-employment of Retiree
Change in Pay/Posn Attributes
Transfer

Fromotion/Demotion

|
s m{ainfs]
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When this screen appears, the system message at the bottom of the screen

indicates “Person already hired.”
5. Re-enter the position number.

(s Execute info group

6. <Execute info group>
“Person already hired.”

The system message indicates

=g

Infotype Edit Goto  Extras  Systern Help
& 9B @@ SHE Do o0 BE @ m
Change Actions
DD J |@ Execute_info group ||§9 Change info group |

\'_
Pers.Mo. 2676 6
SSN 1993137004 |

Star 02/26/2008| to 12/31/9988| Chng |I34II39f2I3IZIB||LMFLOYDEI1
Persannel action

Action Type Hire ]

Reason far Action m' Mew Hire

Status

Custamer-specific |N|:| Concurrent Employment

El

Employment |Active

El

Special payment |Standard wage type

Crganizational assignment

Position 2209247 5
Personnel area m'

Employee group |_|

Employee subgroup ’_|

Additional actions

January 2010

Start Date |A|:t. |A|:ti|:|n Type |A|:tR' |R'easnn for action
02/28/2008 ZF  Hire 01 Mewe Hire |:|
[+]
[+]
Fallel I Irnin
|@ Persan already hired
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7. Validate the message.

<Green check mark> .

I = nformation

/Z

8. An “Execute info group” message appears. <Continue>.

iII?f' Execute info group

8

Cantinu

Warning: Personnel action infotype not saved

with ‘execute info group” function!

& Back |

9. Select <Next record>

=

since this infotype title states “Copy Personal Data.”

This record was created before the user left the action.

=4
Infotype  Edit Goto  Extras  System Help
& DA Ie@e CEE SO0 HE @E
Copy Personal Data
[=]
FPersong 2676 Status Active
S5M 999137004
Start 02728720089 Tn 1273179899
Mame
Title [ Mame Format
Last name Clark Birth name
First name Susan Second name
hiddle name Initials
Cesignation E Mickname
Suffix g
Mame
HR data
550 9899-13-7004 Gender
Date of Birth 10/13/1875 @ Female O Male
Language English g
Mationality [
Marital Status Single B

January 2010
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When “Create” appears in the title, this indicates the point where you exited the
Action before information was entered in this infotype.

10. Select Work Contract.

11. Select administrators for PersAdmin, Time, PayrAdmin, and Benefits.

12.<Enter> to validate the information.
13.<Save> to save the information.
=

Infotype  Edi o Extras Systern  Heln
e%ﬂﬁ Maga 3 [DRRE0os 5 o

Create Organizational Assignment

Personnel ko 26876 Status Active
55N 999137004

Start [Z728/2009 tl:u 12/31/99588

Enterprise structure

CoCode ARK State of Arkansas Leg.person
Pers.area PT14| DeGray Lake Resort State P.. Subarea DAL OT,Std ASHB
Cost Ctr 445358 DeGray P Bus. Area 0900  DEPT OF PARKS AWD TO .

Personnel structure

EE group 1 Regular State Empl. Payr.area 11 Arkansas Bi-Weekly

EE subgroup  |UE|  Employes Contract = = 1
Organizational plan Administrator

Percentage 100. 00 | Assignment FersAdmin |

Pasition 22082471 =043 Time 1 .%Z

EQUIFMENT MECHAMIC || Payrddmin |
Job key 21668673 G043
EQUIFMENT MECHAMIC

Exempt M
Crg. Unit 217034468, GenhnDeG GR
General Maint DeGray- ..

Additional fields
Benefits Administrator £ ‘%Z

From this infotype forward, you must complete and save the remaining infotypes in
the Action.
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Correction of Hire Date (PA41)

Correction of a hire date using transaction code PA41 may be performed by the
agency only if the error is discovered on the_same day the hire action is initiated
and before the time evaluation process. If an incorrect hire date is found at any

other time, contact OPM.

If the incorrect hire date is not corrected on the initial hire date, Agency Personnel
Management staff must notify the Agency Benefits Specialist, Agency Time
Specialist, and the Agency Payroll Systems Management staff in your agency.

Action Steps:
1. Enter PA41. <Enter> .

[=
Menu Edit Favorites Extras System Help

& Patl | d HI &G S HEE

SAP Easy Ad_15s AASIS MENU

E] []l-]

I C Favorites

I C Logistics
I [ Accounting

2. Enter the personnel number. <Enter>. This brings up the employee’s name.

@ .

3. <Execute>

=
HE taster Data Edit Goto  System  Help

& 3 dH I CE@ I EREIS0L8 EE @B

Change Entry/Leaving Date

3

2
Personnel no. EEF’E%:

Marne Wicki Barkley
EE group 1| Regular State E.. Pers.area
EE subgroup UE | Employee Cost Center

PTEZ | Powhatan Courthouse
443657 MIS Equip Trfs 9.

January 2010
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ok

Change the Start date to the correct hire date.
Verify the correct Reason for Hire and Position Number has defaulted into those

fields.
<Enter> to validate the information.

<Save> to save the information.

=
lnfntypeﬂt Goto  Extras  Swstern Help

@— 6 2R @@ SHE a0 00 HE @

Change Actions 7

DD I |@ Execute info group ||;§7’ Change info group |
FPers. Mo, 2675

MName Wicki Barkley |
EE group |1_| Regular State Empl.  Personnel ar IW Fowhatan Courthouse
EE subgroup Iﬁ‘ Employee 3N |999—58—6491 |
Start m@m lm Chni |
.i

Fersannel action

Action Type |Fast Entry for Hire E||

Reason for Action lﬁ' Mew Hire\

Status \'_

Customer-specific |N|:| Caoncurrent Employment //Ii E||

Ernployrment Active ]

Special payment |Standard wage type E||

pd

Crganizational assignment e

Fasition |22EIBEEI?1| MUSELM PROGRAM ASSISTA .

Personnel area lm' Powhatan Courthouse

Employee group |1_| Regular State Empl.

Employee subgroup IE' Employee

Additional actions

otart Date |A|:t. |A|:ti|:|n Type |A|:tR |Reasnn for action
02/08/2008 |5  Fast Entry for Hire a1 Mews Hire ﬂ
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Many infotypes are affected by an incorrect hire date. Select all infotypes requiring
a correction by clicking the box to the left of each field to highlight them.

@WARNING:

If Infotype 2001 Absences or 2002 Attendances are present, do not highlight
these infotypes. You must first contact the time-entry person in your business
area for required corrections.

Personal Data infotype reflects the Employee’s Date of Birth as Start Date — DO
NOT CHANGE.

©

Highlight only current vbIe infotypes.

<Green check mark> .

=
Infotype Edit Goto Extras  System Help

%[ 2 5N0ICEeICNE 8008 00 0

Change Actions

Pers. Mo. 2675

Matme |U1' cki Barkley |
EE group [1] Reqular State Empl. Personnel ar [PT82] Powhatan Courthouse
EE subgroup [E Paostpone action
Start Action Im Fast Entry for Hire
Original date lm
Personnel af Mew date [172572009
Action Typd

Reasan for

Additional a

Start Date
02082009
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10.

11.

A Postpone action dialog box appears. <Continue>.
=

Infotype Edit Goto Extras  System  Help

5] 2 140 c@e0HE 8008 0 0

Change Actions

Pers.Mo. ZB675

Name [Vicki Barkley |
EE group [1] Reqular State Empl. Personnel ar PTEZ] Powhatan Courthouse
EE subgroup (& Postpone action A
Start Action Im Fast Entry for Hire
Original date Im
Perzsonnel af Mew date [1/25/2009
Action Type [& Postpone action A

Reason for

9 Qnly the selected infotype records will be moved
Status

Position

Personnel 3

Employee d

12¢31/9999
Employee g

| D171 General Benefits Infarmation 02082009 12/31/9999  01/25/2009

An information box confirms the record is changed. <Green check mark> .

[= Information Va

January 2010
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12.Double click on the appropriate residence tax area.
13. Exit the transaction <Green arrow back> .

=
Infotype Edit Goto H 13 stermn  Help
& FOE O 0 -1 W O O+ T i I - A e
= [& Tax Area (1) 3 Entries found
Change Residence Tax Area W Festictons |

o | B4 | (i | (B | &
Tax A...IDescriptinn /rPnstaICn...IPnstaICn... Start Date |[End Date

J 1 |

ersonnelliio 245 MName  Nap State of Arkafhsas 71600-0000 72999-9999 01/01/1980 12/31/9999
EE group [1] Regular State Empl. Personnel ar| apo1  Texarkana 71600-0000 72999-9999 01/01/1980 12/31/9999
EE subgroup  |UE| Employee SSM FED Federal 00000-0001 93999-9939 01/01/1980 12/31/9999
Start 01/25/2008| 1o 12/31/998

Resident data

Tax area AR

Tax Autharities in Area

Tax IDescnptlnn IT ,II:

AR Arkansas E 5

FED Federal A F

If the Address infotype appears here, exit this screen and return to the main menu.

[=
Infotype Edit Soto Extras System  Help

& | A3 Q@ SHE SnOa0 EE @m
Copy Addresses =

ERIE 13

Fersonnel Mo ZEB7E Mame Wicki B. | Status Active
EE group 1—| Regular State Empl. Personnel ar F'T62| Powhatan Courthouse
EE subgroup E‘ Employee 5N S999-53-6491
Start [@1rz5/2009[= o [12/31/0999]

Address

Address type Business address i)

cio

Address line 1 FPost Office Box 93

Address line 2 |
City/county Fowhatan |

Statefzip code AR | Arkansas 72453

Country Key Wiy =

Telephone Mumber ||

Communications

Type Mumber Exte
Type Mumber Exte
Type Mumber Exte
Twpe Murmber Exte

Additional fields
Address Release Flag |_|

,7@ Record changed
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Transaction ZINFO

Transaction ZINFO allows for verification that all infotypes reflect the correct start
date.

Action Steps:
1. Enter transaction code ZINFO. <Enter> .

(=
Menu Edit Favorites Extras  Systern Help

@ zvi0 — 1l AH €O DHEB D000
SAP Easy Access AASIS MENU
| ME

I [ Favorites
= i SAP menu

...........

..............

PO Logistics
I [ Accounting
I 1 Hurnan Resources

2. Enter Personnel Number. Leave the validity period dates as they are to capture
all possible entries.

@ .

3. <Execute>

=
Program  Edit Goto  Systern Help

& 3 A0 e SHE B DTO8IEE @M

Infotype Overview for Employee

B

2

Selectiun] 3

7
Personnel number 26875

Country
“alidity period to

Infotypes to

The begin date for Personal Data (IT0002) is the employee’s date of birth. Contact
OPM Payroll for any required correction of Payroll Status (ITO003). To create any
missing infotypes, follow the procedures for “Re-Execute an Action.”
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4. Click on arrows to expand the folders. This allows for viewing all areas
accessed in correcting the hire date.

=

&

Infotype overview Edit Gota  Systern Help

A ECE@ IEHER D0 Aa8

miREIL

Infotype Overview

Ilr

Ij
0= 01/25/2008 - 123179933 Last modification: 04/09/2009 through
P ] 0001 Organizational Assignment
= [ 0002 Persanal Data
M 05/22/1980 - 12/31/9933 Last modification: 04/09/2003 through
[l G003 Payroll Status
[ 006 Addresses
= []1 FPermanent residence
0= 01/25/2008 - 123179993 Last modification: 04/09/2009 through
= []98 Business addrass
B8 01/25/2009 - 12/31/9999 Last maodification: 04/09/2009 through
= [ 0087 Planned Working Tirne
0 /2572008 - 132/31/8988 Last modification: 0403/2003 through
=~ [ 008 Basic Pay
= 0 Basic contract
0= 01/25/2008 - 123179993 Last modification: 04/09/2009 through
= [] 0009 Bank Details
= 0 hdain bank
0 01/25/2008 - 123179993 Last modification: 04/09/2009 through
[ 0817 Travel Privileges
[ 0041 Date Specifications
C] 0077 Additional Personal Data
] 0094 Residence Status
C1 @171 Zeneral Benefits Infarmation

[
=

e

Leann FLOYD

Leann FLOYD

Leann FLOYD

Leann FLOYD

Leann FLOYD

Leann FLOYD

Leann FLOYD
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